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AIRCRAFT DISPATCHER 
 

UNIT 1 - AIRCRAFT FLIGHT PLANNING 
 

LESSON C - AIRCRAFT ORDERING PROCEDURES 
 

STUDENT WORKBOOK 
 
 

LESSON OBJECTIVES 
 
 
 

1. Determine the type of form to be used when given a request for an 
aviation resource. 

 
2. List five critical elements required to begin processing a Flight Request. 

 
3. Determine the Resource Order(s) needed to process a tactical mission 

request. 
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NOTES 
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I. SCENARIO 1 
 

A request is made for a point-to-point flight from Ely, Nevada, to Reno, 
Nevada, to drop off three BLM employees for training. 

 
A. Determine the Type of Mission 

 
Is the mission. . . 

 
• Administrative 

 
• Non-Administrative 

 
• Tactical Fire 

 
• Tactical Non-Fire 

 
 
 
 

B. Select the Appropriate Aircraft 
 

1. Information Sources 
 

• Use the Flight Request as a guide 
 

 
• Lowest price is NOT always the least expensive 

 
 

• Aircraft Identification Guide, NFES 2393 
 
 

• Aviation Management Directorate (AMD) Web site 
(www.oas.gov) 

 
 

• Vendor 
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2. Factors to Consider When Hiring Aircraft 
 

• Day/Night 
 
 

• IFR/VFR (Instrument Flight Rules/Visual Flight Rules) 
 
 

• Number of passengers—actual insured seats 
 
 

• Cargo-cubes and pounds 
 
 

• Distance/Aircraft Speed 
 
 

• Runway/Elevation 
 
 

• Temperature/Weather—obtain pilot input 
 
 

3. Determine Source 
 

a. Local unit (contract or agency-owned) 
 
 

b. Adjoining units (contract or agency-owned) 
 
 

c. AMD Aircraft Rental Agreement (ARA)/Call-When-
Needed (CWN) 
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C. Select the Ordering Process 
 

1. Flight Request (Refer to pages 1C.43 and 1C.44) 
 
 

2. Resource Order(s) 
 

• Aircraft 
 
 
• Helicopter 
 
 
• Overhead 
 
 
• Equipment 

 
 

D. Complete a Flight Request 
 

1. Supply the Cost-Account, Management Code(s)—Box 1 
 
 
 

2. Select the Flight Type and Desired Aircraft 
 
 
 

3. Identify the Mission Objective/Special Needs 
 
 
 

4. Supply the Passenger/Cargo Information—Box 2 
 

• Name/Type of Cargo 
 
 

• Pounds/Cubic Feet 
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• Airport Information 
 

− Depart Airport 
 
 

− Destination Airport 
 
 

− Return To  
 
 

5. Flight Itinerary—Box 3 
 

• Depart From 
 
 
 

• Arrive At/ETA 
 
 
 

E. Aircraft Information 
 

1. Select a Source/Vendor 
 

• Local 
 

− ARA/Contract 
 

 
− Agency-owned 

 
 

− Exclusive-Use Contract 
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2. Consult the ARA/Contract “Source List” 
 
 
 
 

F. Complete the Flight Request 
 

• Aircraft Information 
 
 

• Flight Itinerary 
 
 

• Flight Following 
 
 

• Method of Resource Tracking 
 
 

• Administrative 
 
 

• Review—corresponds with analysis on the back of the form 
 
 
 

G. Hazard Analysis and Dispatch/Aviation Manager Checklist 
 

1. Part I – Mission Flight Hazard Analysis 
 
 

2. Part II – Dispatcher/Aviation Management Specialist Checklist 
 
 

3. Part III – Approvals 
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II. SCENARIO 2 
 

A flight is ordered to transport overhead from Redding, California, to Kalispell, 
Montana, for a fire assignment. 

 
The date and time needed is today at 2200 MDT. 

 
A. Determine the Type of Mission 

 
Is the mission . . .  

 
• Administrative 

 
 

• Non-Administrative 
 
 

• Tactical Fire 
 
 

• Tactical Non-Fire 
 
 
 

B. Select the Appropriate Aircraft 
 

1. Information Source 
 

• Use the Flight Request as a guide 
 

• Lowest price is NOT always the least expensive 
 

• Aircraft Identification Guide 
 

• AMD Web site (www.oas.gov) 
 

• Vendor 
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2. Factors to Consider When Hiring Aircraft 
 

• Day/Night 
 
 

• IFR/VFR 
 
 

• Number of passengers—actual insured seats 
 
 

• Cargo-cubes and pounds 
 
 

• Distance/Aircraft Speed 
 
 

• Runway/Elevation 
 
 

• Temperature/Weather  
 
 
 

3. Determine Source 
 

a. Local unit (contract or agency-owned) 
 
 

b. Adjoining units (contract or agency-owned) 
 
 

c. ARA/CWN 
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C. Select the Ordering Process 
 

1. Flight Request 
 

2. Resource Order(s) 
 

• Aircraft 
 

• Helicopter 
 

• Overhead 
 

• Equipment 
 

 
D. Complete a Flight Request 

 
1. Supply the Cost-Account, Management Code(s)—Box 1 

 
2. Select the Flight Type 

 
3. Identify the Mission Objective/Special Needs 

 
4. Supply the Passenger/Cargo Information—Box 2 

 
• Name/Type of Cargo 

 
• Pounds/Cubic Feet 

 
• Airport Information 

 
− Depart Airport 

 
− Destination Airport 

 
− Return To  

 



 1C.11 Student Workbook 

5. Flight Itinerary—Box 3 
 
• Depart From 

 
• Arrive At/ETA 

 
 

E. Aircraft Information 
 

1. Select a Source/Vendor 
 

• Local 
 

− ARA/Contract 
 

− Agency-owned 
 

− Exclusive-Use Contract 
 
 
 

2. Consult the ARA/Contract “Source List” 
 
 
 

F. Complete the Flight Request 
 

• Aircraft Information 
 

• Flight Itinerary 
 

• Flight Following 
 

• Method of Resource Tracking 
 

• Administrative 
 

• Review—corresponds with analysis on the back of the form 
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G. Hazard Analysis and Dispatch/Aviation Manager Checklist 
 

1. Part I – Mission Flight Hazard Analysis 
 
 

2. Part II – Dispatcher/Aviation Management Specialist Checklist 
 
 

3. Part III – Approvals 
 
 
III. SCENARIO 3 
 

A Special-Use helicopter flight is being requested by the Lewistown Field 
Office, Montana BLM. 

 
The State Director and the Secretary of the Interior will be flying the Lewis and 
Clark Trail along the Missouri River breaks. 

 
 

A. Determine the Type of Mission 
 

Is the mission . . . 
 

• Administrative 
 

• Non-Administrative 
 

• Tactical Fire 
 

• Tactical Non-Fire 
 
 

B. Special Mission Considerations—Senior Executive Service (SES) 
 

• SES designations are given to individuals with ES-ratings—those 
above GS-15. 
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• The regular aircraft dispatcher should take the SES issues to the 
next dispatcher level. 

 
 

• The aircraft dispatcher will still procure and flight follow the 
aircraft. 

 
 
 
C. Determine Source 

 
 
 
 

D. Select the Ordering Process 
 
 
 
 

E. Complete a Flight Request 
 

1. Airport Information 
 

• Depart Airport 
 

• Destination Airport 
 

• Return To  
 

 
2. Flight Itinerary—Box 3 

 
• Depart From 

 
• Arrive At/ETA 
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F. Aircraft Information 
 

1. Select a Source/Vendor 
 

• Local 
 

− ARA/Contract 
 

− Agency-owned 
 

− Exclusive-Use Contract 
 
 

2. Consult the ARA/Contract “Source List” 
 

 
G. Complete the Flight Request 

 
• Aircraft Information 

 
• Flight Itinerary 

 
• Flight Following 

 
• Method of Resource Tracking 

 
• Administrative 

 
• Review—corresponds with analysis on the back of the form 

 
 

H. Hazard Analysis and Dispatch/Aviation Manager Checklist 
 

1. Part I – Mission Flight Hazard Analysis 
 

2. Part II – Dispatcher/Aviation Management Specialist Checklist 
 

3. Part III – Approvals 
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IV. SCENARIO 4 
 

A Type-3 helicopter, with crew and bucket, is ordered for a fire on the 
Dechuttes National Forest for initial attack. 

 
There are no helicopters available on the local unit. 
 
A. Determine the Type of Mission 

 
Is the mission . . .  

 
• Administrative 

 
• Non-Administrative 

 
• Tactical Fire 

 
• Tactical Non-Fire 

 
 

B. Determine the Source 
 

1. Local unit (contract or agency-owned) 
 

2. ARA/CWN 
 

3. Order through dispatch channels 
 
 
 

C. Select the Ordering Process 
 

1. Flight Request 
 

2. Resource Order(s) 
 

• Aircraft 
 

• Helicopter 
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• Overhead 
 

• Equipment 
 
 
D. Exclusive-Use Helicopters 

 
Exclusive-Use helicopters include: 

 
1. Helitack Crew—qualified to perform firefighting and helicopter 

support 
 
 
 

2. Helitack Chase Truck 
 
 
 

3. Vendor-provided fuel truck 
 
 
 

 All of the above are included in the “A” request number.  Document the 
information under “Resource Assigned.” 

 
 
V. SCENARIO 5 
 

A Type-2 helicopter is needed for a fire on the Wasatch-Cache National Forest. 
 

No helicopters are available on the local unit. 
 

A. Determine the Type of Mission 
 

Is the mission . . . 
 

• Administrative 
 
• Non-Administrative 
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• Tactical Fire 
 

• Tactical Non-Fire 
 
 
B. Determine the Source 

 
1. Local unit 

 
2. ARA/CWN 

 
3. Order through dispatch channels 

 
 
C. Call-When-Needed 

 
1. Type 1 and Type 2 helicopters are available under national 

contract. 
 
 
 

2. Must be ordered through normal dispatch channels to the National 
Interagency Coordination Center (NICC) 

 
 

D. Call-When-Needed Helicopters Specifics 
 

1. Does not include dedicated crew or support vehicle 
 
 

2. Requires a “module” prior to incident assignment 
 

• Type 3—one helicopter manager plus two helicopter crew 
members 

 
• Type 2—one helicopter manager plus three helicopter crew 

members 
 

• Type 1—one helicopter manager 
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E. Select the Ordering Process 
 

1. Flight Request 
 

2. Resource Order(s) 
 

• Aircraft 
 

• Helicopter 
 

• Overhead 
 

• Equipment 
 
 

F. Air Attack/Lead Plane/Aerial Supervision Modules 
 

1. Aerial Supervision 
 

Supervision and coordination over incidents involving multiple 
aircraft or a mix of fixed- or rotor-wing aircraft 

 
 

2. Functions of Aerial Supervision 
 

• “On-scene” traffic manager 
 

• Safety observer for ground personnel 
 

• Recommends aircraft needs 
 
• Recommends Temporary Flight Restrictions (TFR) 
 
• Develops and implements communications plan 

 
• Makes tactical and logistical recommendations 
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3. Situations Requiring Aerial Supervision 
 

• Congested airspace 
 
 

• Multiple aircraft over incident 
 
 

• Canadian or Modular Airborne Firefighting Systems 
(MAFFS) 

 
 

• Adverse conditions (visibility, terrain, weather) 
 
 

4. Positions that may perform aerial supervision 
 

• Air Tactical Group Supervisor (ATGS)—the most qualified 
and most common 

 
• Lead plane (LEAD) 

 
 

• Airtanker Coordinator (ATCO) 
 
 

• Helicopter Coordinator (HLCO) 
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VI. SCENARIO 6 
 
 

AIRCRAFT ORDERING PROCEDURES 
 
 

Two air attacks have been ordered for Nevada.  One will be pre-positioned in 
Winnemucca; the other in Battle Mountain. 

 
One air attack with ATGS is available in Minden.  The other will require 
ordering an air attack platform and ATGS. 

 
A. Determine the Type of Mission (circle one) 

 
Is the mission . . . 

 
• Administrative 
• Non-Administrative 
• Tactical Fire 
• Tactical Non-Fire 

 
Reasoning: 

 
 
 

B. Select the Ordering Process (circle all that apply) 
 

Should you use . . . 
 

• Flight Request 
 

• Resource Order(s) 
Ø Aircraft 
Ø Helicopter 
Ø Overhead 
Ø Equipment 

 
Reasoning: 
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VII. SCENARIO 7 
 
 

AIRCRAFT ORDERING PROCEDURES 
 
 

An airtanker is being ordered for initial attack for a fire on the Shoshone 
National Forest in Wyoming. 

 
The closest airtanker is located in West Yellowstone, Montana, and can be 
ordered direct due to an initial attack agreement between the units. 

 
A. Determine the Type of Mission (circle one) 

 
Is the mission . . . 

 
• Administrative 
• Non-Administrative 
• Tactical Fire 
• Tactical Non-Fire 

 
Reasoning: 

 
 
 

B. Select the Ordering Process (circle all that apply) 
 

Should you use . . . 
 

• Flight Request 
 

• Resource Order(s) 
Ø Aircraft 
Ø Helicopter 
Ø Overhead 
Ø Equipment 

 
Reasoning: 
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NOTES 
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VIII. SCENARIO 8 
 

Lead Plane/Aerial Supervision Module 
 

A. Lead Plane Operations 
 

Use of an aircraft to make low-level passes through retardant drop areas 
to assess flight conditions, hazards, and to identify the target 

 
 

− Works for the ATGS 
 
 
 
 

− Authorized to fly below 500 feet AGL 
 
 
 
 

B. Specific Duties 
 

• Communicates with airtanker pilots 
 
 
 
 

• Checks for aerial hazards 
 
 
 
 

• Assigns specific tasks to individual airtankers 
 
 
 
 

• May perform ATGS functions 
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• Coordinates with ATGS for safe separation of aircraft 
 
 
 
 

• Pilot must be qualified as “Lead Plane Pilot” 
 
 
 
 

• Requests for lead planes may be filled with an ASM1 and perform 
dual roles. 

 
 
 
 

C. Situations Requiring a Lead Plane 
 

• Dropping retardant in congested areas (e.g., airspace, urban 
interface, aerial hazards) 

 
 
 

• Multiple airtankers (more than two) 
 
 

 
• Canadian airtankers 

 
 
 

• MAFFS 
 



 1C.29 Student Workbook 

AIRCRAFT ORDERING PROCEDURES 
 

SCENARIO 8 
 
 

A lead plane is being ordered for a fire outside of Grand Junction, Colorado. 
 

A lead plane is on duty at the Grand Junction Air Center. 
 

A. Determine the Type of Mission (circle one) 
 

Is the mission . . . 
 

• Administrative 
• Non-Administrative 
• Tactical Fire 
• Tactical Non-Fire 

 
Reasoning: 

 
 
 

B. Select the Ordering Process (circle all that apply) 
 

Should you use . . . 
 

• Flight Request 
 

• Resource Order(s) 
Ø Aircraft 
Ø Helicopter 
Ø Overhead 
Ø Equipment 

 
Reasoning: 
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NOTES 
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IX. SCENARIO 9 
 
 

AIRCRAFT ORDERING PROCEDURES 
 
 

An initial attack load of smokejumpers has been ordered for a new fire in 
Southern Idaho. 

 
There is a load of eight available in Battle Mountain. 

 
A. Determine the Type of Mission (circle one) 

 
Is the mission . . . 

 
• Administrative 
• Non-Administrative 
• Tactical Fire 
• Tactical Non-Fire 

 
Reasoning: 

 
 
 

B. Select the Ordering Process (circle all that apply) 
 

Should you use . . . 
 

• Flight Request 
 

• Resource Order(s) 
Ø Aircraft 
Ø Helicopter 
Ø Overhead 
Ø Equipment 

 
Reasoning: 
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X. SCENARIO 10 
 
 

AIRCRAFT ORDERING PROCEDURES 
 
 

A smokejumper booster order has been placed to cover Battle Mountain. 
 

They are requesting an aircraft to deliver them and remain in Battle Mountain. 
 

A. Determine the Type of Mission (circle one) 
 

Is the mission . . . 
 

• Administrative 
• Non-Administrative 
• Tactical Fire 
• Tactical Non-Fire 

 
Reasoning: 

 
 
 

B. Select the Ordering Process (circle all that apply) 
 

Should you use . . . 
 

• Flight Request 
 

• Resource Order(s) 
Ø Aircraft 
Ø Helicopter 
Ø Overhead 
Ø Equipment 

 
Reasoning: 
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NOTES 
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XI. OTHER AIRCRAFT ORDERS 
 

A. Temporary Flight Restrictions 
 
 
 

B. FAA Towers 
 
 
 

C. Radio Frequencies 
 
 
 

D. Reconnaissance Aircraft 
 
 
 

E. Infrared Flights 
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